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OFFICE OF THE SECRETARY OF STATE
DEPARTMENT OF ARCHIVES AND HISTORY
7 HECORDS MANAGEMENT DIVISION

APPLICATION FOR RECORDS RETENTION SCHEDULE
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INSTRUCTIONS: See Publication No. 76-QM 1 for instructions on completmg this form.i Forward sugned original to
‘Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Scheduling Section.
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FOR AGENCY USE 1 1. Agency Address _ R FOR RECORDSMANAGEMENT USE i
Application Date , 4 en n ’ Appllcatlon Number
| 8???22“10;;;3;15?5?3;%?% Services 6 {- 3 Ie
Application Number _* | ~ Regional Education Services Division [Date Received "aat';ec;n;;fe;;a_—
2. Person té;&ﬁ_ta&t“&'i"m T ©!Working Tite - " Telephone Number
Mrs. Connie Hunt _____ Principal Secretary . b56-2446

3. Act;on Requested _
"B Establish Retention Schedule; record will continue to accumulate.
b [0 Dispose of present accumulation; no further accumulation anticipated.

| c. O Amend Application No.___ ________.. __ Check One: I3 Change; [ Supercede; O Void

4. Dates of Series 6. Records Series Title { {followed by title used i in offfce if different)

{9. Annual Rate of Accumulation of Records

Earliest _ Latest
1973 - |to date State Director of CESAs' District Correspondence Files
6. Division and Office Function What is the “function of the Division and the Office in which this febord series is created?

The Regional Education Services Division is responsible for providing 1iaison services
between the State Department of Education and the 187 Tocal school systems and 16 CESAs
(Cooperative Education Service. Agencies). It provides monitoring in administrative areas
dealing with Jtate Board of Education policies and State laws; administers state school
standards through on-site appraisal of standards app11cat1ons, assists local school systems
in the development of local fac111ty plans; conducts pupil-teacher ratio and attendance
audits; provides liaison services to accrediting agencies and principals' organizations;
compiles school systems data for directories, school calendars, and the State legislature.
These services are provided through the Division Director, 10 Regional Directors (located

in offices throughout the state), and 1 Administrator assigned to work with the principals'.
organizations.

%

7. Record Senes Descnptnon This file contains the following documents {.-nclude form numbers and t.-t!es if any):
Attach samples of the file,

Documents relating to: administering the functions of the State Director of CESA, as provided
In Georgla Law 32-628a .through 32-636a, primarily preparing the CESA budget(s)
and interpreting Georgia Board of Education policy for CESAs.

Included are: memoranda, each consecutively numbered and printed on green paper, to each
CESA.

File is arranged: chronologically by calendar year; there under numerically consecutive. s
8. Monthly Reference Rate ~~ How often are records referred to which are: T T
One to six months ofd 20 . _; Seven to twelve months old __20 . Thirteen to twenty-four monthsold 19

__ twenty-five months and oider -_4‘5_m S I |
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SO RN Shelves

1/, . :
. L,étter -size drawers _.._e._.m.____-_; Lega] '1ze drawers . ___;Other (specify) ___ 2 In.
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YES | NO | 10, Questionnaire (Place an VX in_the proper column) | - } L B ,._._1
X

a. 1s this the official copy of the series?
_ M not. where is.it? _

|
|

— —_— - ———— e i

b. Does the series contain confldent:al mformation requ:rlng security handling? If yes, cite law or regulation,

o

X
- X | c. Is this a vital record? )
X | d. Does this series have historical or Iong term research value?

N/A e. When one or two documents in the file make it necessary to keep the entire file for a Iong peraod could these
__documents be scheduled separately? = !

1 j jg;_he mformgtaon contained in thl,s_sertes _yer gubhshed7 If yes, attach copy, . .. o

X §. Ts the information contained in this series ever analyzed and/or recorded in a summarized report? -
|} 1 _ Myesattachcooy., _ .. _ _ et
h. Is there a duplication of this series in your office, or In another office or agency?

X_ || ifves.where2 Each CESA district office o i
1 X7 i, s this series for a major portion of it) reqularly microfilmed? A% T

X1 i. Does the record series resultin a comnuter printout?. _ . . -
11. Retention Requirements The following requires the series to be kept

a. State Law —_— . __Years. d. Audit period - e _._.Years,
b. Statute of limitation e . YEAPS, e. Administrative need . ...3 __ _years.
c. Federal law —_— e YeQTS, f. Federal retention instructions . YBArS.

Attach copy or excert of laws or régulétic;ﬁ-é‘. Exblain'administra'tive need.

e

2. Approved Dlsposmon Instruct:ons  This agency recommends that the file series be cut off at the end of each:
(X Calendar Year 0 Fiscal Year; D Other . ... .. ._. . __then,

{1 Hold in the current files area _month{s} __3 . _ vear{s}; then
{3 Transfer to local holding area; hold —.._.year{s); then

O Transfer to State Records Center;hold ... vear(s) then

{} Destroy,

O Transfer to State Archives for permanent retentlon
O Other {Specify!}
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/These instr,uctions apply to all prior and future accumulations of the series.

Records. Management Offtcer (S.rgnature) -t _ Date

- Walhin f BW»«?MM | 4-30-¢)

araph 12 are approved.
{If disapproved, attach letter
of explanation.)

| State AuditorlDesigngi_ﬂ_ | - ' 5/(:- .9!

S arney GeneraUDesngnee

AR-50-—-71; Rev. 76 m-am' i




